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^ The Development of Instructional Materials 
f 6r Special Needs Students 

A, majpr .goal of education is to provide students with the- 
vocational ^skil needed to succeed in the work place. This 
goal is nojtiess essential in the case of special needs students: 
-through vpcational progretms they can learn the skills and atti-r 
tudes necessary to become productive, cpntfibuting members of 
society. Through, vocational^ programs, special needs students 
also can experience, perhaps for the first tiine/ the feeling of 
successfully contributing , to- productive; e^ -a fact that in 

itself may add greatly to the development of selfHcbhf iderice, 
maturity and personal ■ fulfillment. 

There are, however, at least two obstacles encountered when 

attempting to develop vocational programs for special heeds stu- 

f ^ - - ^ ...... 

dents; First, many teachers do not have the necessary ba-^kgrpund 
to deai^with a wide number of occupatipnal areas. Consequently ^ 
they cannot provide vocational instruction other than on ii liijnited' 
basis. Secondly, while resource materials can help tp overcome 
this problem, few good occupationally related materials are availr 
able for use with special needs students. In most cases, the 
'material is^ de'sighed^ for ^"regular" students and is not suitable for 
special needs students; In ot ler cases , the resources appear tp 
be revised elementary- level materials, and this material Is egually 
jihsuited for use with special needs students. It was because of \ 

y \ I 

the, need for better occupationally related, secondary- level inrr ) 
struQtional materials that the projects at the University of Mary- | 
laiid' w^ere initiated. ' . f 



* During the, past four years, a number of instructional mater- 
ials projects have been underway. The purpose of this paper is to 
describe these projects^ More specifically, the following will be 
briefly examined: 

1) the characteristics built into the instructional 
materials . 

2) the developmental process* 

3) the types of material developed* ' 

Material Characteristics - 

As previously suggested, instructional materials on the 
market for "regular"* students often cannot Be iisea- succe^ 
with special needs students. The special needs teacher must deal 
with a wide ranging student group in teinns of ability level, back- 
ground, learning style, irotivatioh and interest* The target group 
of "regular" materials is often too narrowly defined. Moreover,,^ 
the reading level, format and content of "regular" materials, of ten 
precludes the use of such materials with special needs students. 
What is needed, then, is material that takes into account the 
characteristics of special heeds learners and that is flexible 
enough to be used in a variety of instructional situations. 

Of primary concern in the development of instructional mater- 
ials for special needs students is thaj: the materials be flexible. 
Flexibility is an instructional prerequisite if the materials are 
to-be effective with students characterized by different types and 
degrees of handicaps and learning problems.: And, flexibility is 
necessary to accommodate a variety of learning situations as well 
as a variety of teaching styles. 



in the design of the University of Maryland materials^ a 
nuiriber of characteristics were built into the materials -to provide 
optimum flexibility . The material is designed for use by either 
teachers or students. The materials^can provi^^ written 
instruction to students with at least a sixth grade reading level. 
Or^ the materials can be used by the teacher to provide resource 
information and serve as i:he basis for a lesspn.^ ^Furthermore^ 
the material is agpropriate for either^group or individual use^ 
depending oh the needs of the students. Most important is_ that the 
'instructional components themselves provide for flexible uise.. 
They are organized and presented in such a way as to provide for 
varying student skill leyels. Finally^ small independent units 
were created allowing flexible sequencing according, to vocational 
need. In sum^ the flexibility" built into the materials allows for 
aT variety of uses^ and accommodates differing learner styles^ teachr- 
ing approaches and employment needs. 

WhiTe flexibility is an essentir^l feature. of instructional 
materials^ it is also important to develop materials that take 
into account specific learner characteristics; While no single 
instructional approach will be effective with all special needs 
students^ there are a number of instructional design features from 
which these students can benefit. The' following^ list Identifies 
characteristics which may describe special needs learners^ along 
with the design features which were incorporated into the University 
of Maryland materials in order to accomodate these characteristics. 

Learner Students differ in terms of learning 

Characteristics style . 



Material 
Characteristics 



Instructional modes varied through a' 
number of activities. / 

t)esigned to - provide -maximum f lexibllity,.,- 
y 



Learner 

Characteristics 



Poor attention span and lack of motiya^ 
tion. 



Material 
Characteristics 



Attractive format, cartoon type' visuals 
to arouse interest. . 

Material designed xto keep the. interest . 
cf the. student. ' C ^ 

Ins truction^^r units are ^kept small", witfc 
opportunity for freiguent feedback, cprrec- 
tion and review.. 

Mater iai cha fatter ized^ by built- rh re^^ 
quests for responding,, summari^ihg^^^ 
explaining and other technique requiring 
active participation on the .part of, the 
learner. 



Learner 

Characteristics 



The rate and capacity of mental process- 
ing is limited. ^ 



Ma cerial 
Characteristics 



Content p^resented in small steps. 

Content presented at a pace slow enough 
to 'be processed by^ students. 

Repetition, review and opportunity^ for 
practice provided. 



Learner 

Characteristics 



Material 
Characteristics 



Student experiences difficulty reading 
and using language. 

Reading level kept\as low as possible 
without sacrificing technical information, 

Simplified vocabulary. % 

Visuals included to supplement written 
content. 



Learner ^ ^ Student experiences difficulty ideritif-Yr*V/ 

Characteristics ihg the organizing structure or patterns^ 

inherent in content. 



J?!5L£§Ei § 1 _ , Rationale provided, giving overview /of 

Characteristics packets, explaining relevancy of cpntent 

and alerting student to what follows. 

Advanced organizers, cues and'^'^ide 
points provided in order to^^irect attenr 
tion to conteht'lthat the /learner heeds 
-to attend to. 

Content presented in'" a! structured, logi- 
cal step-by-stepymanneih — 

Major divisions of content clearly identi- 
fied. X 

Review., summarizatioh and questions in- 
clude'd. . _ 

The above,, design features can increase the effectiveness of 
l'n's€ructional materials for special needs learners. And, these 
characteristics can be built into the materials regardless of the 
format of those materials. 

Instructional Format 

The instructional format, in fact, can vary greatly. Learn- 
ing activity packages, slide/tape presentations, contracts., assign- 
ment sheets, and other forms of .instructional materials; are effec- 
tive instructional formats if they are developed in such a way as to 
accommodate the diverse characteristics of special needs students. - 
However, the most effective format developed by the University of 
Maryland projects is the Mini Activity Packet" (MAP) . 

MAPS are small, independent, flexxb lie units of instruction 
designed for use in teaching vocational skills to special needs 
students. These packets incoj.-porate the characteristics described 



above, which serve to accommodate special needs learners. The flex- 
ibility of the MAPS, along with the inclusion of relevant instruc- 
tionai characteristics combine to fulfiil^he requirements^ o£ good 
instructional materials for special needs students. 

The MAP is a short (five to seven pages) product designed to 
teach a specific occupational task. A series of. ,MAPs can be used 
as^ the basis for teaching a variety of entry- level tasks in one 
occupational area. 

The-*MAP is comprised of components which are familiar to 
many educators: objectives, infoannatiori sheets, activities and 
review questions. These have been organized to provide for flex- 
ible and convenient use. And, while primarily designed for teacher 
use;,. th3 MAP can be used independently by students with at least 
a sixth grade reading level. 

The components of the MA? are presented in; Figure 1. The 
title identifies the specific task covered. Fpi lowing the title 
is a list of material and supplies which may be used to supplement 
instruction. 

.Ob j.e.gt iyes^ ^ar.e st^^M^.^t^^jf %he observable performance that 
is expected of the stud^n^upon completion of the MAP. These ob- 
jectives form the foundation on which the remainder of the MAP is 
structured. ' . . .^^^ 

T**e content is, of course, the material to be covered. The 
'Content provides the information necessary in order to attain the 
objectives. This section can s,erve two purposes: 1) to provide 
students with direct instruction or 2) to serve as a resource for 
teachers who may not be familiar with the area. Care is taken in 
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the development process to insure that the content is written 
clearly / concisely and in enougn detail to benefit special needs 
stud^Snts*; 

Following the content are the teacher activities and student 
activities • Both teacher and student activities* correlate with 
the objectives and content. Teacher activities are suggested ways 
in which the teacher can e^'pand upon the content, reinforce the 
content and further facilitate attainment of the objectives* Stu*- 
dent activities provide students with a means of mastering the con- 
tent with a minimum of teacher direction. The activities are 
diverse: they incorporate a number of instructional modes, and 
•can accommod^ite varying student skill levels. The number and 
variety of activities allows the teacher to select those activities 
most appropriate for a particular student. 

Question for discussion are provided as suggestions for 
teachers who wish to involve students in a discussion of the mater- 
ial. These questions, like the activities, correlate with the 
objectives and the content information. In some cases, discussion 
questions are included which allow the class to go beyond the con- 
tent. The variety of questions allows the teacher to select those 
which are most appropriate for his or her situation. 

The terms to - know section includes= a list of key 'Wordg:-found- 
in the content. The teacher can use this list as the basis of a 
vocabulary lesson, a spelling lesson, or as a topic for discussion. 

Each MAP includes drawings to supplement instruction and work 
sheets necessary to complete the activities. These instructional 
aids can be found after the words to know, at the end of the MAP. * 
Following is an example of a MAP; 

10 



Sample MAP 
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CLERICAL AND OFFICE SKILLS: 
TEACHING SPECIAL NEEDS STUDENTS 



Wrapping a Package 
Mini Activity Packet Nuinber Nineteen 



Project Directors: Dennis R. Herschbach and Marcia D, Smith 

Department of Industrial Education 
University of Maryland 
College Park^ Maryland 



For information contact: 
Ms. Ruth C. Brown 

Specialist in Special. Programs ^ Handicapped 
Division of Vocational-TechnicaL .Education^ 
Maryland State Department of Education 
P.O. Box 8717 

Baltimore- Washing ton International Airport 
Baltimore r -Maryland. '21240 ' - 



This project was funded by the Maryland State Department of 
Education^ Division of Vocational-rTechnical Education. 
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Sample MAP 



Wrapping a Package 



The following materials may be' used to supplement instruction: 
cardboard box, newspaper, .packing tape, padding, twine/ heavy 
wrapping paper, masking-^tape , ink pen, three different items for 



packing. 



/ 



OBJECTIVES 



./ 
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The student who completes this unit will be able to: - 

/ 

1) /describe how items should be placed, wrapped-;, and padded 
inside a box. 

/ '2) Describe how a box- should be closed, taped, wrappedy-and-^ 
tied. 

3) Describe how to address a package. 

Sam and Stella both work in the office of Hillendale Manu- 
facturing company. One day, their supervisor asked them each to 
wrap a box containing office supplies and send it in the mail. 
Sam just put the supplies in a box and tied a string around the" 
box. When the package was sent in the mail, ^ the supplies were 
-damaged. Stella, however, was more careful. She wrapped each 
item before putting' it in the box and then put padding in the box. 
The^-box- was then taped,, wrapped in .paper, and tied with_ twine. 
When the package was sent in t)»e mail, all the supplies arrived 
safely. 

Wrapping packages must be done very carefully. Otherwise, 
the items inside could break. The o.:fice worker must know what 
supplies to use and what steps to follow for wrapping a package. 
The steps are as follows: 

12 



;Step .1 :: Choose^ a. Jiox 

A.;b6>c that is used for maiiing a package must be .strong. 
It .dannot fall apart in the mail. Heavy cardboard boxes are 
rusuall^^ If the items in the package are heavy.r then the 

box^must very strong. - 

A' box must be the right size, tooi A box should be able 
to hpld' all the items to be mailed and some padding> The padding, 
.is used to keep the items from breaking.. If the box is too big> 
the Items will move around in the bpx^. Then ^they might, break. 
If the box is top small, it will hpt close properly. 
AStep :2: ; ^ Wrap^ Each^ .Item , 

The office worker must get each item ready to put in the 
box; Each item is wrapped with either newspaper :o^ 
paper. Then, a piece of masking tape is used to hold the paper;. 

Items that are breakable need more wrapjpihg than ho^^^ 
items.. For example, a bottle of ink, Atfo.uid heed three 'layer 
wrapping. A box of envelopes would just heed one layer; 

Now, the office worker is ready to pack the box. 
Step 3 ; Pack the Box 

Just wrapping each item in papier is not enough.. The items 
stiH: may break if the box is not packed right* 

All items should be placed 's»*3curely in' the box. If there 
are different sizes and weights of items, the larger, heavier pnes. 
must go^ oh the bottom. For example,, a heavy stack pf typing paper 
Vould bo placed underneath a small box of , paper ciips.., 

l^en all the items are put in the box, tiiefe will be extra 
isspace 1 .t over. This space must be filled with padding. The 
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padding: may be rplled-up newspaper or small pieces, of styrof pain. 
Af ter: tJ^ iS' put in>, there should be aIO space for the: 

:i terns - to ^move -ar oiihd . 

The office worker make a list of every item that is . 
xn the bpx. The list tells, the person who gets the package what 
should :be inside* This list is put inside the package on top. of 
the< items and^ the padding . • ^ 

Step Close a^d Tape the^^Bjox • 

Now the office worker is ready tq close and! tape ti^e box. 

First,, the box flaps, are folded oyer the top of vthe box. 
iheh, packing tape is put on each se.am of the box i 

There are two kinds of packing tape that may bemused: paper 
or plastic. Paper tape has one side that is shiny. If the off ice- 
worker presses a wet sponge on the shiny side> it becpmes sticky. 
The sticky side is pressed against the /seam of the. box. Rein-r 
forced plastic tape is stronger than paper tape. Xt is already 
sticky on one side of the tape. A wet sponge is, not heeded to 
make the tape sticky. The office worker just presses the sticky 
side of the tape on the seam of the box. No matter which kind of 
tape is used, the box: is still closed and taped the Scime way. 

Step 5 : Wrap the Box in Paper 

t 

The office worker next puts heavy wrapping paper around the 
bpx. This paper is like the paper used for grocery bags. It 
^Helps to protect the box and everything in it. 

The office worker cuts a piece of paper that will fit all 
around the box. Then/ the box is placed in the center of the paper. 
The paper is pulled around two sides of the box and over the top. 



14 



Where the paper nieets at the top of the box>. .the.„6ff ice^wprker 
tapes; ^^%,p Theh^ the paper at each end of the box is neatly 

foide^^^^ The same tape us^^ to tape the box seam is 

usedj to tape; paper. 
Step: 6 ; Tie the; Box 

Strong twine is used to tie the box. String is, hot strong 
ieiiough^ to use. The office worker loops the twine arpi^^ td^e .bjqx.^ 
The ;office work^^ makes sure the^ twine is^ looped around each: s^^^ 
of the box. A knot should bie tied each time the twine ^gasses 6^^ 
cmotoier piece of twine. , 
Stepi 7 ; Address ;tlie^ Package . „ 

The office worker must next put addresses on the package^ 
The addresses tell the letter carrier who the package is for and 
whp sent the package. The words "To" and "From" are usually .writT 
ten in front of the addresses. i / 

The office worker writes the addresses: on the. wrapping paper 
on top of /the package. It is also a good idea to /write the ad^ 
dresses on the top of the box before it is wrapped in paper .^^ If 
the paper should be torn off in the mail^ the letter carrier can 
read the addresses on the box. / 

An office worker should use an ink pen to write the /addresses 

■ 7 ■ / " 

Ink does not smear and cannot he erased. The^ addresses should be 
written big enough to be read two feet away. ^ 

^ 'On thiB following page is an example of how the addresses 

/ 

should JLook: / 
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/.When ail of the steps are d6ne>. the package is^ re^^ 


to inari^i.,. ' ' 




Wraippxng^ a pa^ right way takes, tin^ However when a 






pac 
eas 


kage is wrapped correctlyv things dp hot get broken or 


lost as 

- i 

'a 




*" 


. "The fpliowing materials are needed^ to complete t^e ■ac€ivitaeisi,, ; 






cardboard box, newspaper, masking tape/ packing tape>, padding, 


^ . - i 


\ ' _ - 


; twine, heavy wrapping paper, scissors, three different .it4ms- 
(breakable and nonbreakable) for packing (must be pbtained) .? stur l 


t 




dent worksheet (provided) . 






' / 


TEACHER ACTIVITIES 








1) 


Oispiay the supplies needed to wrap a package (r^kwspaper. 








cardboard box, masking tape, heavy wrapping paper, paper or 




i >^ ^ 
- ■? 




plastic tape, twine, ink-pen, scissors). Discuss how each is- 




* 5' 
f 




used. 








2) 


Demonstrate how to prepare a package to be mailed. Show how 








to: choose a box, wrap ea^h^ Intern, pack the box, close 


and 








tape the box, wrap the box, tie the box, and address the box. , 






3) 


Demonstrate how breakables (ink bottles, s,taplers, etc 


.) ma^ 




5 
»; 




require more individual wrapping and padding than nonbreakables. 
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;S.aihp'I:e: iMAP- 



is - ! 



V r . 4-):- show how he ay^ .lar.ger items should always be placed 'on the ; 

bottom. . - / i 



-Invite a letter carrier to the class to demonstrate how to 
:prepare packages for the mail* Ask the letter carrier to 

briiig : pamphlets for each student about how to wrap a package* 

ft 

1) ; At your desk, collect all the supplies needed to wrap a ^..^.^ 

package i Have your teacher check to see if all the supplies 

are- there.; , " " — / 

" . ' ' • ' /" 

2) ; .After watching a demonstration, wrap three items for mailing 

and .pack them in a box with padding i Have^ your teacher check 
your work* Discuss how you can improve. y"' 

3) After watching a demonstration, close.r tape, wrlip, tie, and 
adiiress^ a package for mailing. Have your teacher; check your 



work'. Discuss how you can improve. y 

\ ■ - / ^ . 

4) What is wrong with each package? Obtain a worksheet from. 

^ yoiir teacher with pictures of boxes.. Tell what is wrong with 

each picture. 



QUESTIONS FOR^DISCUSSION 
, d*)^ \Why is it important to carefully wrap items that are to be 

\ 

mailed? \ 

. ^ . \ 

2) Why do breakable' objects require more wrapping than non- 

breakables? \ 

3) Why should heavy, large items, always be packed oh the bottom? 

s 
\ 

4) How should you decide what box to us g ? . 

5) - Why is padding used? 
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Sample MAP 
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How are items packed in a box? 

7) : What are two kinds of packing tape? 

8) How is the box wrapped with paper? 

« 

:9X JWhat are the two addresses that must be written on a package? 
10) Why should the addresses be put oh both the wrapping and on. 

the /box ^underneath? 

' ' - I 

TEpS TO. KNOW 

'seam-trwhere, two , pieces of .a box or paper nieet 



reinforce^ strong 
to prptect--to keep from being, hurt 




T 

to ismearr-to run or become unreadable 

/ 

address;^- the name, street, and city of the person who either sends 

;the package or receives *the package 

/ / ' 

breakable — an item that can easily be broken 

■ .' ' / 

hohbreakable^^ — an item that doesn't break easily 

7- ' / ' • 

packing tape — tape used to /close and- seal a package 




Sample MAP 

Wrapping a package 
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WRAP, EACH ITEM INDIVIDUALLY 




2. 



PADDING ITEMS IN THE BOX 




TAPE THE BOX 




4. 



WRAP THE BOX IN PAPER 




5. 



TIE BOX WITH TWINE 




6. 



ADDRESS THE PACKAGE 



r ERIC 




19 



MAP 
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WHAT 'S WRONG WITH EACH PACKAGE 
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3.9 

The ;bevel6pment Process 

The production of MAPs^ as well as any quality instructional 
ma^teriais requires a structured ^ systematic development process. 
This process; must utilize individuals with a diversity of talent 
arid provide a means of coordinating these diverse contributions 
to: yield the desired instructional product* And^ a method of 
.quail ty control must be included which guarantees the ef f ectivenes 
of the product. A development process which has proven to be ef- 
fective and efficient utilizes a team approach ^ with eachj^member 
6£ the team fulfilling a unique functioiTiri a specified order. 

The team consists of /five persons who work independently 
under the direction of a project director. The team is comprised 
of a technical writer who has primary responsibility for the tech- 
nical content; an editor who is* concerned with clarity, concise- 
ness and grammar? an illustrator who is responsible for artwork; 
an individual who can prepare the layout and copy; and a typist. 
On the periphery of the process, but making a major contribution 
are teachers. Consultation with teachers helps determine topics 
to be coverec^f format, and usefulness of the completed product. 

No less important than a production team is a structured 
approach to coordinating the efforts of the team. Consistency fn 
terms of format and quality demands a reliable process throiagh 
which each product progresses. Such a process allows each team 
member, to contribute to each product in a systematic manner. 
Figure 2 illustrates a process which provides this consistency 
and structure. 
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.-■"Figure 2 
DEVELOPMENT PROCESS 
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Instructional Products 

■ The' process 'described above has proved suitable for the 
production of Several kinds of instructional materials for special 
needs students. The MAPs, as described earlier, are those most 
uniquely suited to special needs learners. A series of twenty 
MftPs have been developed in the area of food siervice. This series 
includes MAPs which cover such topics as: Preventing Machine 
injuries y Making Sandwiches and The Cafeteria Server . A second 
series of forty MAPs has been produced which deals with topics 
relevant to office and clerical occupations. Sample titles from 
this series are: Making Local Calls ^ Stapling > Collating ^ and 
Stuffing Envelopes . 

Other types of materials have also been produced by the 
development process established at the University of -Maryland, 
including slide-tape shows and learning activity packets. For in- 
formation on obtaining any of these materials / contact: 
Ms. ^th~C.~^ Brown 

Specialist in Special Programs, Handicapped 
Division of Vocational-Technical Education 
P.O. Box 8717 

Baltimore-Washington International Airport 
Baltimore, Maryland 21240 
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